First step to importing a text file is to open a new spreadsheet. Select the Data tab and click the From Text icon.
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Select Ok if you see this message.

Microsoft Office Excel Security Motice | 7 || E3

@ Microsoft Office has identified a potential security concern.

The operation connects to an external data source.

External data sources are used to import data into Excel, buk connections to
external data sources can be used by queries ko access confidential
information available ko okther users, ar ka perfarm ather harmful ackions, IF
wou brust the source of this File, click QK.
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Next step is to select the directory where the files are copied and select the file to be imported.

E. Import Text File @
@uv| o H0Z2222 v ABOD » BDCdMew » 201207 » HUD Foia Files » CD for upload - | +y | | Search CD for upload e |
Organize v New folder =« [ .;@.
J 200706 0 Marme Date modified Type Size "
. 201109 )
TS | AL-FOLArefund-listbd afas2012 1:47 PR Text Document 2,045
) — _ AR-FOLarefund-list.tat 8/6/2012 1:47 PM Text Document 2,11
) S0111 | CT-FOlarefund-list bt 362012 2:06 PR Text Document 1,781
) | DC-FOLArefund-list.od afaf2012 207 PR Text Document EEH
. 201201 - First Files Uploade )
— | DE-FOLArefund-listtt 87672012 2:07 PM Text Document fidel
) 201203 | GU-FOl&refund-listbd 8672012 2:10 P Text Docurment f
) e e | [A-FOLArefund-list. b 86,2012 2:10 PM Text Docurment 1,020
) 201205 ) ID-FOlArefund-list bt 8/6/2012 2:10 PM Text Document 2,730
) J01206 ) IM-FOIAvefund-listbd 8672012 2:10 PR Text Docurment 4.5849¢
) e | KS-FOLarefund-list. 86,2012 2:10 PM Text Docurment 1,74
: o L KXY -FOLArefund-listtet 37642012 2:10 P Text Document 1,718
. HUD Faia Files .
) LA-FOLArefund-list 8642012 2:10 PR Text Document 3,531
, 2D for upload . 1
| MA-FOLArefund-list. b afas2012 2210 PR Text Document 1,89:
. HUD FOLR, office files . -
| BAC CoThvnfiimd et 4t QA0S 24 Mikd Tk Dim s v e + L
. State Mismatch | LL] s
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You will see this window. Select Next to get to the window allowing the fields marked.

Text Import Wizard - Step 1 of 3 T || E3

The Text Wizard has determined that wour data is Fixed Width,
If this is correct, choose Mext, or choose the data bype that best describes wour data.
Criginal data type

Choose the file type that best describes yvour data;
Celimited - Characters such as commas ar tabs separate each field,

@ Fixed width - Figlds are aligned in columns with spaces between each field.

Start import at rowe: |1 = | File arigin: 437 1 OEM United States IEI

Preview of file M:\REM-HSD_TEST|\HOZ 222\ AS00EDC 4wl 201 207\HUD F. .. \AR-FOTArefund-list bxt.

1l CAZE NUM EREFUNDr SHALERE TERMD'T TERMPROCD TPAIDDT CANCELDT PEROP <
l 2-047342X00000. 00004932 260320197903 ,/301973 1706 1T
l 2-0E822E8X00000. 0000656 EE211/20/198011 /30,1980 21T N
EIISl—DlETDEDDDDD.DDDDBE?.TSDEIlelSBTDEIZBHlBBT ALGOHQ

F1-021E51300000_ 0000358 _ 0305,/01/198306,/30,1983 21 BLY =
Fl 1 k
| Cancel | | MFQEI: = | | Finish
Lag”

The file contains a header file that marks the beginning of each field.

.TextImpn:nr‘t Wizard - Step 2 of 3 @

This screen lets wou set field widths {column breaks).
Lines with arrows signify a column break.

To CREATE a break line, click at the desired position.
To DELETE a break line, double click on the line.
To MOVE a break line, click and drag it.

[Data preview

Lo W0, 80 0 0% 0 f 8% 0 7

AZE NUM PREFUNDr SHAERE TERMD'T TERMPROCDTPAIDDT CANCELDT [PROFP ADD] =
S3-047342X00000. 0000493 3603/20/197203 /30715373 L7706 WES
2-0E323E8X00000. 0000656 _ E211/20/198011 /301980 F17 M BL
21-01&70500000. 0000257 _ 720&6/017198706 /28,1987 LEONQUT
21-0Z151300000.0000358 0305/017198306,/ 30,1983 Elz BATL] =
4 1 3
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Follow the instructions to create and delete break lines. Create break lines at the beginning of each field name in the

first row.

rTextImpl:urtWizard - Step 2 of 2 @

This screen lets vou set field widths (column breaks),
Lines with arrows signify a column break.

To CREATE a break line, click at the desired position,
To DELETE a break line, double click on the line.,
To MOYE a break line, dick and drag i,

Data preview

oW .3 40 50 & 70
AZE NUM [EREFUND [EHARE TERMD T TERMIROCDTPAIDDT CANCELDT [PROP ADDY #
2-04734700000. 0000423 363 /Z0/197902/3071979 L70e WES
3-053828X00000. 0000656 581120198001 /3071980 17 N EA
F1-01e70500000. 0000257 706,/ 01/138V06 /2871987 LGONQUI
31-0z151300000. 0000358 030501198306/ 30/19583 Elz BATL] -
L] L [

| Cancel | | = Back | [

Continue creating and deleting the break lines by scrolling to the right.

Text Import Wizard - Step 2 of 3 @

This screen leks wou set Figld widths (column breaks),
Lines with arrows signify a column brealk,

To CREATE a break line, click at the desired position,
To DELETE a break line, double click on the line.
To MOWE a break line, click and drag i,

Data preview
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Continue creating and deleting the break lines by scrolling to the right.

Text Impart Wizard - Step 2 of 3

This screen lets wou set Field widths {column breaks),
Lines with arrows signify a colunn break.

To CREATE a break line, click at the desired position,
To DELETE a break line, double click on the line.
To MOVE a break line, click and drag it.

Data preview
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Continue creating and deleting the break lines by scrolling to the right.

Text Import Wizard - Step 2 of 3 @
\ This screen lets vau set Figld widths (colurn breaks),
Lines with arraws signify a colurmn break.,

To CREATE a break line, click at the desired position,
To DELETE a break line, double click an the line.
Ta MOYE a break line, dick and drag it

[Daka preview
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Continue creating and deleting the break lines by scrolling to the right.

rTextImpu:-rtWizard - Step 2 of 3 @

This screen leks vou set field widths {column breaks),
Lines with arrows signify a column break.

To CREATE a break line, click at the desired position,
To DELETE a break line, double click on the line,
To MOYE a break line, click and drag it.

Data preview

a0 290 300 310 320 330 340
1 1 1 1 [l 1 [ ] 1 [ 1 [l 1 [l 1 | |
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| Finish

Continue creating and deleting the break lines by scrolling to the right. At this point all the fields have been marked.
Click Next for the next step.

-TextImpu:urtWizard - step 2 of 3 @

This screen leks vou set field widths (column breaks),
Lines with arrows signify a column break,

To CREATE a break line, click at the desired posikion,
To DELETE a break line, double click on the line.
To MOWE a break line, click and drag it,

Data preview
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At this point, there is nothing else to do as the Data is formatted to correctly import into a spreadsheet. Click Finish for
the next step.

Test Import Wizard - Step 3 of 3 % | 2

This screen lets vou select each column and set the Diata Format,
Colurmn data Format

@ General
‘General' converks numeric values to numbers, date values to dates, and all

Text remaining values to bext,

Date: | MDY |E| Advanced...

Do not import column ¢skip)

Data preview
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At this point you will see this screen. Click Ok to complete the import process.
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These screen prints show the way the data will look if the steps are followed as shown. The data is ready to be sorted or

filtered any way you like.

a1 - S |

A B C D E F G H |
1 |CASE NUR !REFUND SHARE TERMDT  TERMPROCDT PAIDDT CAMNCELDT PROP ADDR PROP CITY STATE ZIP
2 |03-047342% 0 493,36 9/20/1979 9,/30/1979 1706 WEST CYPRESS ROGERS — OCK  AR72756
3 |03-053828% 0 656,58 11/20/1980  11/30/1980 217 M BAILEY JACKSOMYILLE ART2076
4 |031-016705 0 85779 6/1/1987 £,/28/1987 ALGOMNQUIN 5T
5 |031-021513 0 358,03 5/1/1983 £,30/1983 212 BAYLOT CIRCLE FORT SMITH ART2903
£ |031-021666 011525 8/1/1977  10/31/1977 1504 BELMOOR PIME BLUFF ART1E01
7 |031-0743903 0 26688  8/1/1985  10/28/1985 2/26/1986 3/12/1986 901 W 24TH 5T I LITTLE ROCK ART2114
8 |031-077778 0 553.84  8/1/198¢  10/28/1986 8/19/1987 10,/15/1987 30 ROSEWOORE DRIVE LITTLE ROCK ART2209
9 |031-078141 037692 9/1/1986  10/28/1986 8/31/1987  9/9/1987 219 M WOODROW LITTLE ROCK ART2211
10 |031-097394  1853.4 0 9/1/1984 3,/28/1986 RT 1BOX 301 LONDOM ART2847
11 |031-097710  129.38 0 10/24/1991  11/19/1991 £07 SEMINOLE OSCECLA, ART2370
12 |031-097751 75.4 0 211991 44441991 RT 2 BOX 339 LOWELL ART2TAS
13 |031-097886 8748 0 /3041992 7/16/1992 310 E WOODRUFF SHERWOOD ART2120
14 |031-098031  1149.16 0 3/18/1985 8/12/1992 AT 1BOX 245 TRASKWOOD ARTZL07
15 |031-098031 i 0 3/18/1985 8/12/1992 RT 1 BOX 245 TRASKWOOD ART2107
16 /031-098094 311.82 0 6/1/1991 7/17/1991 11401 CHARLOTTE MSBELVALE AR

J K L il

WORTGAGOR MNAME MORTGAGOR ADDR1 MORTGAGOR ADDR2 MORTGAGOR CITY STATE 2IP

CARTER CARLE C/0 RUTH CARATER 2304 GRINMELL AWE FORT SRAITH ART2903
GREEM LOTTIER 0L W 24TH ST MORTH LITTLE ROCK ART2114
LUIE BEATRICE S50 W K 5T BEMICIA CA243510
RUMMEBOHR 54 A204E 250 5 SHELBYWWILLE IM46176
BISHOP TERRY FOBOX 298 WIMSLOWY ARTI953
UMDERWOQOD DERBORAH K 3293 SOUTHERN AVEMUE #3 RAERAPHIS TH38111
HARRIS ANMN L C/O AN HARRIS 12474 FORD'S ROCK LANDIMNG LOWELL ARTITAS
RAMKIN RICHARD PO BOXE200 SHERWOOD ARTI124
YOUMGMAN WESLEY R C/0 BARBARA 1 YOUMGRAN RT3 BOX101-4 MALVERRM ARTI104
YOUMGRMAN BARBARA | /O BARBARS J YOUNGIMAN RT3 BOX 101-4 MAALVERR ARTII0A
CIOFFI BRADFORD /0 BRADFORD CIOFFI 15022 WEST 146TH 5T, OLATHE KEEE062
] O F a R
FAYEE MNANE CHECK ADDR1 CHECK ADDR2Z CHECK ADDR3 CHECK ADDR4
LOTTIE B GREEM RT2BOX 517 MARFREESBORO AR 71338

BEATRICE LUIE
54 RUMMEBCHM

223 WYORMING AVE
9 HAWTHROME PLAPT 8L

BILLIMGS MAT 59101
BOSTOM MA 02114



Save the spreadsheet.
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a1 - fe | CASE MUM
pi B C ] E F ] H
1 |CASE MU !HEFUND SHARE TERMDT TERMPROCDT PAIDDT CaMCELDT PROF &DDR
2 |03-047342K 0 433,36 9/20/1979 9/30/1979 1706 WEST CYPRESS
3 |03-053828X 0 65658 11/20/1980 11,/30/1980 217 W BAILEY
4 031-016705 0 85779  6/1/1987 6/28/1987 ALGOMOUIN 5T
5 031-021513 0 35803 5171983 6/30,/1983 212 BAYLOT CIRCLE
& |031-021666 0 11525 8/1/1977 10/31,/1977 1504 BELMOOR
F|031-074903 0 266,88 8/1,/19485 10/28/1985 2/26/1986  3,/12/1986 901w 24TH ST
g |031-077778 0 553,84 87171986 1042841986 8/19/1987 10/15,/1987 20 ROSEWOORE DRIVE
9 |031-073141 0 37692 9/1,/1986 10/28/1986 8/31/1987  9/9/1987 219 N WOODROW
10 031-097394 1853.4 n 9/1,/1984 3/28/1986 RT1BOX 301



Save the spreadsheet with the state’s name in the same directory as the text file to make it easier to find in the future.
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File name: Arkansas|

Save as type: [Excel Workbook (*xlsx)

Authors: HI2222 Tags: Add a tag

[7] Save Thumbnail
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Title: Add a title

Tools - [ Sa[\gz ] [ Cancel

One final note: The files ending in zip will need to be uncompressed to text files to be imported into Excel.




Field Descriptions:

CASE NUM - FHA Case Number
REFUND - Amount of Upfront Unearned Premium owed
SHARE — Amount of Distributive Share owed

TERMDT - Termination Effective Date: Date the insurance was terminated or canceled by the mortgagee.

TERMPROCDT - Termination Process Date: The date the termination transaction is posted.
PAIDDT - Date refund check was issued.

CANCELDT - Date check was canceled by Treasury (if populated).

PROP ADDR - The property street, for the loan.

PROP CITY STATE ZIP - The property city, state and zip code for the loan.
MORTGAGOR NAME - Borrower name

MORTGAGOR ADDR1 — Borrower mailing street address

MORTGAGOR ADDR2 - Borrower mailing street address

MORTGAGOR CITY STATE ZIP — Borrower mailing address city, state and zip
PAYEE NAME - Name check was issued to.

CHECK ADDR1 — Address where check was mailed

CHECK ADDR2 — Address where check was mailed

CHECK ADDR3 — Address where check was mailed

CHECK ADDR4 - Address where check was mailed



